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A. Adding Transactions in the “Favorites” Folder

1. After entering SAP, right click on the “Favorites” folder and select “Insert transaction”
from the drop down menu.

Blad Can DRE oD
SAP Easy Access - User menu for Robert J. Jaeger

BE & a8 2|y -

B> {1 Favarite:

g Qpen folder
D [ Trave Delete all favorites
b (3 PMil|  nsertfalder

b STET‘ Insertranzaction
b CMR

Add ofher objects
p O cont— !

b (1 Finaneial Docurment Display

b [ FI Fixed Asset Display

D (1 FA/GA Disnlay

B [ MM Display

b (3 Flest Data Display

b (3 PS Disnlay

b [ PMii Display and Reporting Role
b (23 QM Reports and List Displays

b [ IXOS Document Display

[> [ General Functions for All Users
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2. Enter “PR0O5” in the “Transaction code” field and press ENTER or click the green
check mark.

@ aldH I Ca@ I DRRBIaDoDIBE @
SAP Easy Access - User menu for Rohert J. Jaeger

EE = @82 - -

P [ Favorites
¥ {3 User menu for Robet.. Jaeger
D (2 Trawel User
B (ZJ PMii Work Center Manager
[T Tirnalacrar

N\

Fleet Data Display

b (3PS Display
D (1 PMii Display and Reporting Role
b (CJ GM Reports and List Displays

[ (3 1%0S Document Display
(2 General Functions for All Users
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3. Repeat steps 1 and 2 for the “OAWD” and “SU3” transactions.
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B. Establishing a Network Printer in SAP

1. After entering SAP, double-click on the “Maintain Users Own Data” (SU3) transaction
in the “Favorites” folder.

@ BlaH Can DRB anhaa
SAP Easy Access - User menu for Rohert J. Jaeger

EE = @82 a

< (4 Faworites
PROA - Travel Expense Managear
ZIHR1 - Print Time Sheet FRO1C
[] ZEDIT - Payrall Edit Process
CATZ - Time Sheet Maintain Times
PSR25 - Project Master Schedule
CNS41 - Structure Overview
_b
CHE4T - Custom Overview: Activities/Elements
FSR24 - Project list by work center
CMR3 - Display Work Center . ]
CJ20N - Project Builder
ZHRE - TE Timekeeper -= TE Information Systerm -= Parsonnel Employee List
CADQ - TE Timekeeper -= TE Information Systerm -= Time Sheet: Display Dat
OMWD - SAP ArchiveLink: Store documents
= {3 User menu for Robet .. Jaeger
b [ Travel User
b (3 PMii Work Center Manager
b (2 TE Timekeeper
(1 M Reports and List Displays
[ (3 contralling Display
b (2 Financial Docurmnent Display
b [ FIFixed Asset Display
b (3 FAGA Display
(0 M Display
b (1 Fleet Data Display
[ (3PS Display
(1 PMii Display and Reporting Role
b (CJ oM Reports and List Displays
b (23 1#0S Docurnent Display
[> [ General Functions for All Users

EDEER vl

FEER]EE]

&)
B
=]
| €]
[

Bl

iflstart ||| 1] & 3 |] FStnbox - Hetsc...| (B)siTsunrstsi,.. | @ microsoft acc...| @13aeger Rober...| B Microsot Wo... | @i 547 Logen .. |[qgTsAP Easy Ac... @ Ba 2z

2. Click on the “Defaults” tab and go to the “Output Controller” window. Enter the
appropriate “OutputDevice” (see list, below) and make sure that “Output Immediately”
and “Delete after output” are both checked. Go to the “Personal time” window and make
sure that EST is entered in the “zone” field. Once this is complete, click on “Save”.

Maintain User Profile

JJAEGER
MRATBON 01/21/2805 19:55:1 Sfalus Saved |

Defaufts
Starthlenu

Lagon language  EN

Qutput Controller Decimal notation
OutpulDevice ()1.234.567 89
DOTTRAFF_092_1STTHOMP @1 734,667 89
Output immediately (01234 567,89

[¥] Delete after output

N | Date format

Personal tirme O DD MM
zone EST MMIDDAYY
Systemtimezon  EST MM-DD-¥"rY

T MM DD

OrrrMMoD
COy-Mu-DD

EIZERD EEEEE SEEE EE EEmEE -ouwoe [

R start H &5 “ F¥tnbax - hetscap...| 3seger Robert -...| [E)5:TsUA0MIN, . | TP Microsoft ward .. | @ 54F Logan Pad ... |[ggMaintain User . [G@cel s
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3. List of SAP network printers (names and print locations) — these are case sensitive:

Network Printer Name

Print Location

DOTTRAFF_092_CADD1THOMP

Thompson Building, ground floor supply room

DOTTRAFF_092_1STTHOMP

Thompson Building, rooms 111/113

DOTDiv04 098 Dvoff 1A

Division 4 office, first floor hallway

DOTDiv04_098 Dvoff 1A-LG

Division 4 office, first floor hallway (legal)

DOTDiv03_010_Bridge

Division 3 Bridge Maintenance Office

DOTDiv03_010_Bridge Bridge-LG

Division 3 Bridge Maintenance Office (legal)

DOTTra_Cumberland26_SHReg

Sandhills Regional Office

NCDOTTraffic_ 033 Regional Off

Triad Regional Office

DOTDiv10_013 ConstHarrisbur

Metrolina Regional Office

DOTDiv10 013 ConstHarrisbur MF

Metrolina Regional Office (manual feed/legal)

DOTTRAFF_092_CADD1TMC

Capital Regional Office

DOTTRAFF_092_CADD1TMC_MF

Capital Regional Office (manual feed/legal)
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C. Important Information
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D. Non-Overnight Stay/Travel Reimbursement

The instructions in this section are only for non-food and non-lodging reimbursement which may
include reimbursement for parking, registration fees, cell phone usage, etc. Reimbursements in
this section may have receipts (such as registration fees, parking over $4.00, etc.) or may not
have receipts (such as cell phone usage, parking for $4.00 or less, etc.).

1. After entering SAP, double-click on the “Travel Expense Manager” (PR0S5) transaction
in the “Favorites” folder. Click on the “Create” button and select “Local travel mileage”
and press ENTER or click the green check mark.

Trp Edit Goto Exras  Epvironment E
@ fdH I CO@IDHE D000 I BE @ o)
54
3
Travel Expense Manager 2
2| @ B | | % Results | & approve || £ Cancel || o
ersonnello 1501457 NCDOT Active NCDOT % x
Mame ROBERT JEFFREY JAEGER N Deptof T
Trip |Depart |Location |ty |Reason Appraval Settiamant amourt |Curr. |Statutory trip type Tirme |R
1119286]11/02/2005 ilson US  |Mileage Reimbur_Trip approved Transferred to FI 97 68 USD  Regulartrip 05:3.1
|| | nTrip approved Transferred to FI 22.54 |USD  Regulartrip B3:0.J8!
363.63 USD 064 .11 =
|| P——— Mrip approved Transferred ta FI Regular irip
= .[Trip approved Transferred to FI 47608 USD  Regulartrip B8:3.0!
— Overnight trip
[Trip approved [Transferred ta FI 96.50 USD  |Regulartrip 0640
Local travel mileage .
N [Trip approved Transferred ta FI 20.00 USD  Regular trip 07:0.j0: ]
@) IS i) «Trip approved [Transfered to FI 1083.56 USD  |Regulartrip 0831
% Mrip appravad Transferred to FI 224,74 USD  |Regularirip 08:1.8!
anl Il
=
IEEIFYEIE Trin 1of 8 =
[l [ [4][+]
\ 1z

hstart| | | & 53 || FBinbox-tescan... | (3) 51507515100y | @1 300er Robert - .| B Mcrosart word - | g 58P Logn Pad 620 [q Travel Enpens... | Gibad  auzem
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2. Enter the beginning (“From”) and ending (“End”) dates and times of the requested
reimbursement (use military time), the reason for the receipt (class name, parking etc.),
the city, and the appropriate cost center. Click on the “Trip segments” tab and then back
on the “Receipts” tab (this is done so that the “expense types” drop down menu will be
enabled).

Trip  Edit Got Help E
] BIEICee BHE Nhon RE @F o
=

- . =3
Trip Data Mainin =
S Results || ¥ Trip status | 2 | B @ w
Mame ROBERT JEFFREY JAEGER S
Pershio. 1501457 Trip currency usD
eneral irp data POIFR reimburserment &
om  B1/31/2006 88:00 Reason Team Problem Sokvi. | M1 (] [BY]
End 01/31/2006 1700 City Raleigh TTy. 8 The
County US Region NG Y

F

| Aternative cost assignment for entire frip, if other than master GA
‘mn% Cost certer B 1s0ed  [@)

& &l

q Receipts | Trip segments || Gomments |
&
Mo |ExpTy |Description  |Amount Currcy  |Eseh rate Data Infa Rec... [Region \E| =3
081 & usb 013172006 =
082 usD 813172006 &
0e3 K usD 81731/2006 e
004 usD 013172006
085 usD 813172006
GE UsD 0173172008 = [
_lee7 AN uso B1731/2008 =
oy A, o ()
|D1 Receipt | @ Receint [B3[Z Additinfo_|
[ W
hstart|| 1] & 5 “ Ftnbax - Metsc.. | (3 5ATSUTSIS, . | @81 2aeger Raber. .| B Microsoft wa... | gt 54 Logan P... |[qg Trip Data M. $Bel astem

3. Click on the “expense types” drop down menu and select the appropriate “Travel
expense type” such as “REGF” for registration fees, “PARK” for parking reimbursement,
etc., and press ENTER (or double-click on your selection) or click the green check mark.

Tiip Edit  Got

IH e@ae DHE aDhoa0 R @F

Trip Data Maintn
% Results | ¥ Trinstaus | 2 | H B @

hame  ROBERTJEFFREY.JAEGER
Persho. 1501457 Trip curreney usD

| PDIFR reifmbursemant
‘ [ [l

General trip data
From  B1/31/2006 08:00 Reagon Tearn Problerm Sob..

38 Entries found

Internet Service Provider
PARK Patking, tolls

_|POST Postage, shipping
L|RCAR Car rental Infa
| |REFR Refreshments/Snacks /2008
|reer 200
REPR Repairtn Govtvehicle /2006
||REGP Equipment Rental /2006
[|RFaC Facility Rental /2006
||SECR Secretarial Semices 2005
I|=HOD Deck Shoes /2005 =
|SHOE Safaty Toe Shoas oo}
SUPL Supplies

TAX Tad, bus

—|TELE Telephone (ausiness)
TELF Tel - Personal

TP Tips

TOLL Tolls

[41[»]

[ B

ReC...

Region

N Bl

L 39 Entries found 4.7
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4. Enter the amount of the requested reimbursement in the “Amount” field, check to
make sure the date is correct, and double-click in the “Info” field. Complete the
“Description” and “Location” fields and then press ENTER. The system will prompt you
for additional information, if necessary (such as gasoline, personal credit card usage,

etc.).

dH C@@  BRRIDDO0IHE @

Trip Data Maintn

FE o | o o sis | 2| @1

Frorn  B1/31/2006 0B.00 Reason Team Problem Sobi
End B143172010

PD¥FR reimbursement -
Receipt from 01/3172006

RNo Recpt Amount Curr.  Exch.rate
0801 Registration F 40,80 UsD 1.08008

Additinfo

Receipts

Description Team Problem Solving

Mo EXpTY DE | goation Ralsigh (NCDOT Training Center)|
00 REGE Re| oo U5 Reglon NG
02 Document number
003 P —— M
04 =
005
006
| foo7

[+
| @ Receipt @ R
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5. Enter another reimbursement item and repeat steps 3 and 4 for each additional
reimbursement request, or click on the “Trip status” button.

Trip status_(ShiteF1)

From B1/31/2006 D8:00 Reason Team Problem Soki
End @1/31/2006 17:00  City Raleigh
Country US Region NG

Alternative cost assignment for entire trip, if other than master CA
100%  Costcenter E1 150664 |23

@ Receipts | Trip segments

Mo |ExpTy |Descripion  |Amount Curmcy  |Exchrate Date Region
001 REGF  Registration F.. 40.00 |UsD 1.00000 1/31¢2008 us NC
0oz ) uso a1/31/2008
0a3 uso 1/31¢2006
004 uso a1¢31¢2008
0as uso a1/31¢2006
Lalels) uso 1/31/2006
|_|po7 [usn B1/31/2006 =
] 50 1 D

EEREED BFEEEE EEER EE BREEE 2w

[ Receipt [ @ Receint | B3] Addtinfo_|

4 2
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6. Make sure the “Trip completed/Report recorded” and “To be settled” buttons are
selected and then save.

10 @@ Ll fnoan R 2m
Trip Data Maintn: Stay Save (Cirl+S)
B Resuts | 2| E

Current status
Approval Accounting  Form

B EICOEAE =ou:0

Declaration
Iconfirm that all expenses were incurred by and on
hehalf ofthe company,

Mewr status
Approval Accounting
(' Reguestentered ) open

®10 be seffled

@) Ttip completediReport recorded

4 2
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7. Select the line(s) to be reimbursed, check the amounts, and select either the “Change”
button to make changes or the “Results” button to print the travel expense statement
(expense voucher).

& \ 210 e@ae BHE DDNAD BE @B

1118286/11/02/ 2005 ilson Mileage Reimbur.[Trip approved [Transferred to FI Regular trip 23

1095907 |85/10/2005 Butner, North.. Field Investigation[Trip approved Transferred to I 22.54 USD  |Regular trip 99:0..8 m
1069436/10/20/2004 wilmington U5 |NC MPO Annual _[Trip approved [Ttansfarred to FI 363.63 USD  |[Regulartrip BE: 4.1
1064212(A9/07 /2004 Gharlotte & A.US  Field Trip and TE .Trip approved Transferred to FI 476.08 USD |Regulartip Ba:3._[n E
1048486(04/29/2004 Atantic Beach U Field Investigatio. [Trip approved [Transferred to FI 86.58 USD  |Regulartrip Bf:4.|0)|
1044866(03/12/2004 wilmington U5 |NCSITE Mesting [Trip approved [Ttansferred to FI 20.00 USD  |[Regulartrip 07:0.8
1035266(A9/26/2003 Raleigh, Fua..US | Wileage, MCSITE Trip approved Transferred to FI 1083 56 USD |Regulartip (R
1086715/05/13/2003 High Point ~ US  [Traffic Engineeri... Trip approved [Transferred to FI 224.74 USD  |Regulartrip B8 1.0

EER EFEEE

€]

& Trip 0001127282 was saved
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8. Select the “Print” button to print the travel expense statement (expense voucher).

List

Edit

ERR AR +
Standard Travel Expense Fol

OHE 0L AR @
Print_(Ctrl+F)

TRAVEL EXPENSE STATEMENT

Hame ROBERT JEFFREY JAEGER Sinulation
Personnel 1501457 NCDOT NC Dept of Transportation
Trip no 1127282 NEDOT Employees Cost center 150664

ITINERMRY

Trip destination Reason/Location/Coun  Activity
01/31/2006 06:00 - Team Problem Solving A1 trips
01/31/2006 1760 Raleigh

Us - WG In-State

ITEMIZED REGEIPTE

Date Mo Receipt T #nount 1n USD
81/31/06 801 Registration Fees 40.08
Indiv. statement reimbur. amount in USD 40.08
TOTAL AMODUNTS
Reimbursement amt in USD 40.00
COST DISTRIBUTIODN
Trip expenses to he transferred (w.CO receiver): in : USD 40.08
40.08 USD  to
Company Code 1500
Cost center 150864
Funds center 157670
[ 4
Hstart| | 1 & =2 H Finbox - Metsc...| By siTsuTstsh,.. | @8 1asqer Rober...| ¥ Mcrosoft Wo...| g 56P Logan P... |[q'Standard Tr... Gdad  assm

9. Select “Continue” on the print screen to complete the printing.

Output  Edit G

Help

BdH @@ LHE L0 I BR @m

Print Screen List

Cantinue || User-specific print parameters

uiput device POTTRAFF_092_15TTHOMP @DOWRAFF,WEI«EUQZJ STTHOMP
Number of copies 1
Mumber of pages

@ Print all

I Frintfrom page a To 2]

Spool request

Marme SAPMPSET_JJA
Title

Authorization

Spoal aptions
[¥] Print immediatety
Delete after outut

Caver sheets

D SAP cover page
0 OperSys cover page

[v] New spoal request Recipient JIBEGER

Print priority 5 Medium Depariment TRAFFIC SERY
Spool retention per. 8 Day(s)

Archiving mode Print only a

Print settings

Reportpage 5 Rows: [T only text [JFooter
Repartwidth T8 Calumns
Farmat Z 65 80 ABAP/4 list At least 65 rows by 80 colu

\
i#listart H o & =1 “ FStnbox - etsc...| B)suTsuTsis\... | @aaeger roter...| EFMicosoit wo...| g 54 Logon .. |[@iPrint Scree... GRe  wm:m
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10. Sign the travel expense statement (expense voucher) and give it (fax it) to your

section head (other than scanning any receipts related to the current statement, there is no
other paperwork necessary). For regional staff, file the signed original, along with any
receipts, in your office for audit purposes.

Note — the travel expense statement (expense voucher) will have “Simulation” in the top
right corner. This can be ignored.

List Edit Help

@ 100 @Ee CHEB fonn BE @

Standard Travel Expense Fonmn

TRAVEL EXPENSE STATEMENT

Hame ROBERT JEFFREY JAEGER Sinulation

Personnel 1501457 NCDOT NC Dept of Transportation

Trip no 1127282 NEDOT Employees Cost center 150664
Fund HF @1

Additional info for individual statement

DHo Doc Amount  Gurr Number CtryRegion
081 Registration Fe 40 .00 USD 1 Us WG
Description Team Problem Golwing

Location Raleigh (NCDOT Training Center)

CERTIFICATION

Under penalties of perjury I certify this is a true and accurate states
of the city of lodging and expenses incurred in the service of the e

Date: Signature

I have examined this reimbursement request and certify that it is just,
reasonable, necessary and conforms to State and Department travel policy

Approving Authority's Signature: Title

o] ][]
EEEEER EREEE SEEE EE EEm

Hstart| | 1 & =2 H Finbox - Metsc...| By siTsuTstsh,.. | @8 1asqer Rober...| ¥ Mcrosoft Wo...| g 56P Logan P... |[q'Standard Tr...
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E. Scanning Items (receipts, etc.)

All receipts (and some other items) must be scanned into SAP, and each item must have your
personnel number and the appropriate trip number written on them (these can be obtained
directly from the top left corner of your signed travel expense statement (expense voucher). If
your item is smaller than letter size (8.5 x 11”) then it may be easier to scan if you make a copy
of it. Complete the following steps per trip number.

Note — if you do not currently have access to an IXOS scanner you can fax a copy of any items
that need scanning to the central office until your scanner arrives. However, be sure that each
item needing to be scanned has your personnel number and trip number written on them. Be sure

to file the original items to be scanned in your office with the original travel expense statement
(expense voucher).

Note — if you are requesting reimbursement for refreshments or other supplies (for a meeting,
conference, etc.) you must scan in the agenda and the roster along with any receipts.

Important note — the following steps must all be completed at the computer that is attached
to the IXOS scanner and con not be done from your desktop. Be sure to log out of SAP on

your desktop before logging into SAP on the computer that is connected to the IXOS
scanner.

1. Double-click on the desktop icon for “IXOS Enterprise Scan” and log on to SAP.

[ca]

c
|
| &
E
&

fistart | | 7] & =2 H [3)5:\TSUNTSIS\Developmen. .| B Microsoft word - Expense...| a SAP Logen Pad 620 | &g Travel Expense Manager ...

GEpTind  azerm
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2. Place your item(s) in the scanner and press the “Scan” button.

4 EnterpriseScan - [Icon Yiew "Main Storage™]

| T = e &&lA

2
a
o
=
’7‘
’I
B
-
—
F
5
B
B
=

3. Your scanner should be set up when installed. Therefore, click on “OK” when the
“Configure Device Settings” window comes up.

Configure Device Settings

Letter- 852 11in ~|

IR EEEE EE EEEEE -uwo
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4. After warming up, the scanner will scan the item(s) and display them on the IXOS
screen. The IXOS program will only display a maximum of six scanned items at a time.
However, the bottom of the screen will indicate the total number of items scanned.

sie EnterpriseScan - [Icon Yiew "Main Storage™] - 1@ x| E
£ Fle Edt wiew Group Dotument Page Profle Window Help -8 5[

lngafau\l[DnnnlmndW] EHe& ‘ 1ol b C! K |§‘ @ Q\ EQ\ ?‘

EE EEEEE >0

El

7

R ]

Tieeger || [Sconned 1 | I I
fstart ||| 1] & 3 |] [3)5AT5UNTSIS\Develop .| B Mcrosaft word - Exp...| qif 5AP Logon Pad 620 | g Travel Expen terpriseScan-[1. | @& Trad 435

5. Sign on to SAP at the computer connected to the IXOS scanner (be sure you have
logged out of SAP on your desktop computer). Double-click on the “SAP ArchiveLink:
Store documents” (OAWD) transaction from the main SAP screen.

Menu  Edit

C@Eo Dl DDoan BE 2B
SAP Easy Access - User menu for Robert J. Jaeger
BE & B 2| v~

< (3 Favorites
PROS - Travel Expense Manager
ZHRT - Print Time Sheet FRO1C
ZEDIT - Payroll Edit Process
CAT2 - Time Sheet: Maintain Times
ZPSRI% - Project Master Schedule
CNS41 - Structure Ovenviewr
SU3 - Maintain Users Own Data
ZCNS4T - Custom Overview: Activities/Elements
ZPSR24 - Project list by work center
CGHR3- Display Wark Center
€20 - Project Builder
ZHR - TE Timekeeper -> TE Information System -» Personnel Employee List
CADO - TE Timekeepert -= TE Information Syster -= Tirme Sheet Display Dat
QAWD - SAP ArchiveLink: Store documents!
<7 {3 User menu for Robert.). Jasger

b (3 Travel User

b [ PMii Work Genter Manager

b [ TE Timekeeper

D (1 CM Reports and List Displays

b [ Controlling Display

b [ Financial Document Display

D (2 FIFired Asset Display

b (] FA'GA Display

[ 3 MM Display

b (1 Fleet Data Display

b (1 PS Display

b (23 PMil Display and Reporting Role

b (1 @M Reports and List Displays

b (1108 Document Display

D ([ General Functions for All Users

fstane||| 1] & =3 H [3)5:\TSUNTSIs\Develop. .| B Microsoft Word - Exp...| af 5P Logon Pad620 [ gsSAP Easy Access -.. cBEnterprisescan-[ic.. | (BB T w37 em
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6. Open “FI/CO Document Types” by either double clicking on it or clicking on the
folder to the left of it with the “+” symbol.

ment  Edit em  Help

Store documents
v EEaRE

Default settings

Contract Management Document Types
Contractual Services / DBE

ocument Types
Materials Management Document Types
Plant Maintenance Document Types
TUBS

EHEBEBE

[

[ L |
\ W,
gg]startm ) @& 2 H @S:WEU\TEE\DeveIupml B Microsoft Word - Exp... @Enlarpnsaian—[[[n.‘.l &l 5AP Logon Pad 620 [ Store documents |®®@J 10145 &M

7. Double-click on “Trip Receipts™.

Store documents
Aalldd

—= FI/CO Document Types

10889 Robert J. Jaeger

— Wendor / Employee ACH Form Robert J. Jaeger
— w3, TIN/EIN - Scanned Doc Robert J. Jaeger
Wa, TIW/EIN - POF Doc Robert J. Jaeger

— Cash Book Supporting Documentation Robert J. Jaeger
— 5D Contract Documentation - JPG Picture Robert J. Jaeger
SD Contract Documentation - Scanned Doc  Robert J. Jasger

— Emergency Meal Employee Receipt Robert J. Jaeger
— Emergency Meal Reimbursement Reguest Robert J. Jaeger
— Emergency Meal Employee Roster Robert J. Jasger
— Fixed Asset Building Facilities Robert J. Jaeger
— Fixed Asset Disposal Robert J. Jasger
— Fixed Asset Master Documents Robert J. Jaeger
— Fized fAsset Missing Robert J. Jasger
— Fixed Asset Real Property Robert J. Jaeger
— Fixed Asset Stolen or Damaged Rokert J. Jaeger
— Fixed Asset Warranty Robert J. Jaeger
— Manually [ssued Checks Robert J. Jaeger
I —— Non-PO Credit Memo - Geanned Doc Robert J. Jaeger
— Non-PO Credit Memo - PDF Doc Robert J. Jaeger
I —— Customer Refund Robert J. Jaeger
— Non-PO Invoice - Scanned Doc Rogert J. Jaeger
— Won-PO Invoice - Word Doc ert J. Jaeger
— Non-PO Invoice - POF Doc obert J. Jaeger
— PO Gredit Memo - Scanned Doc Robert J. Jaeger
| — FO Credit Memo - PDF Doc Robert J. Jaeger
— PO Invoice - Scanned Doc Robert J. Jasger
| — FO Invoice - FOF Doc Robert J. Jaeger
— Transfer af Charges Robert J. Jasger
— J. Jaeger
— Wendor Correspondence Robert J. Jasger
Accounts Receivable Agreements Robert J. Jaeger

@ Funds Management Document Types
[+]
LD [J[v]

\ 17
E;]Startm oy @ 152 H @S:\TSU\TSIS\DEVEleml B Microsoft Word - Exp... @EnlerprlseScan-[Iw.‘.l @ 5AP Logon Pad 620 g5 Store documents |®®@d 10:47 &M
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8. Enter your personnel number (if not already displayed) and the trip number for the
item(s) you just scanned for this trip number. Select the green check mark “OK (Enter)”
or press ENTER.

Edit

Store documents

Y
&= FI1/CO Document Types
&g 1090 Robert J. Jaeger
&8 ¥endor / Enployee i Form Robert J. Jaeger
CUMENts in c scafffed Doc Robert J. Jaeger
UF Doc Robert J. Jasger
PErmRmE] Ty 11501457 §rting Documentation Robert J. Jaeger
ocumentation - JPG Picture Robert J. Jasger
T IS 272 “hocunentation - Scanned Doc Robert J. Jaeger
Al Employes Receipt Robert J. Jaeger
G Objest &7 Object |3 b1 Re?mhzrsement Eequest Robert J Jaeger
EMEPGEnty Meal Employes Roster Robert J. Jaeger
xed Asset Building Facilities Robert J. Jaeger
— Fixed Asset Disposal Robert J. Jaeger
I —— Fixed Asset Master Documents Robert J. Jaeger
— Fixed Asset Missing Robert J. Jaeger
— Fixed Asset Real Property Robert J. Jaeger
— Fixed Asset Stolen or Damaged Robert J. Jaeger
— Fixed Asset Warranty Robert J. Jaeger
| — Manually [ssued Checks Robert J. Jaeger
— Won-PO Credit Memo - Scanned Doc Robert J. Jasger
| — Non-PO Credit Memo - POF Doc Robert J. Jaeger
— Customer Refund Robert J. Jasger
| — Non-PO Invoice - Scanned Doc Robert J. Jaeger
— MNon-PO Invoice - Word Doc Robert J. Jasger
| — Non-PO Invoice - PDF Doc Robert J. Jaeger
— PO Credit Mema - Scanned Doc Rokert J. Jaeger
— PO Credit Memo - PDF Doc Robert J. Jaeger
— PO Invoice - Scanned Doc Robert J. Jaeger
— PO Invoice - POF Doc Robert J. Jaeger
— Transfer 0T Charges Robert J. Jaeger
— Trip Receipts Robert J. Jaeger
— Wendor Correspondence Robert J. Jaeger
Accounts Recedwable Agreements Robert J. Jaeger
08 Funds Management Document Types
5]
LD I[[+]

\ W,
gg]startm ) @& 2 H @S:WEU\TEE\DeveIupml B Microsoft Word - Exp... @Enlarpnsaian—[[[n.‘.l &l 5AP Logon Pad 620 [ Store documents |®®@J 10:53 &M

9. When the “Confirm assignment of original” screen is displayed either click the green
check “Confirm (Enter)” or press ENTER.

Store documents

= REASEB

1581457 ROBERT .JEFFREY JAEGER J. Jaeger
J. Jaeger
J. Jaeger
Trip number 1127282 J. Jaeger
Trip beginning date 01/31/2006 to  01/31/2006 J. Jasger
Reasan for trip Tearn Problem Soli.. Gity Raleigh j j:zgz;
J. Jaeger
Gy Display | 3 J. Jaeger
- - J. Jaeger
[Teonfim_GErten| o Fixed Asset Building Facilities Robert J. Jaeger
— Fixed Asset Disposal Robert J. Jaeger
— Fixed Asset Master Documents Robert J. Jaeger
— Fixed Asset Missing Robert J. Jaeger
— Fixed Asset Real Property Robert J. Jaeger
— Fixed Asset Stolen or Damaged Robert J. Jaeger
— Fixed Asset Warranty Robert J. Jaeger
— Manually Issued Checks Robert J. Jasger
— Non-PO Credit Memo - Scanned Doc Robert J. Jaeger
— Won-PO Credit Memo - POF Doc Robert J. Jasger
— Customer Refund Robert J. Jaeger
— Non-PO Invoice - Scanned Doc Robert J. Jasger
— Non-PO Invoice - Word Doc Robert J. Jaeger
— Non-PO Invoice - PDF Doc Robert J. Jasger
— FO Credit Memo - Scanned Doc Robert J. Jaeger
— PO Credit Memo - POF Doc Robert J. Jaeger
I —— PO Invoice - Scanned Doc Robert J. Jaeger
— PO Invoice - PDF Doc Robert J. Jaeger
— Transfer of Charges Robert J. Jaeger
— Trip Receipts Robert J. Jaeger
I Wendor Correspondence Robert J. Jaeger
Accounts Receivable Agreements Robert J. Jaeger
—@ Funds Management Document Types
[+]
LD I[d[+]

\ 1z
histare || ] & =3 || Bysiirsuisisioeveion, .| B Morosoft word -Exp. | @penterprisestan- [1co...| &l 54P LogonPad 621 |[qStore documents | | ®ETral  10s8an
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10. After the “Confirm assignment of original” screen goes away, the displayed scanned
item(s) (remember: a maximum of only 6 will be displayed at one time) will disappear
from the IXOS screen. If you had more than six (6) scanned items for that trip number,
select the red mark “Cancel (F12)” and repeat steps 7 through 9 (and continue to do this
until all scanned items for that trip number are gone). Either repeat steps 2, 3, 4, 8, and 9
for additional item(s) for a different trip number or select the red mark “Cancel (F12)”.

Document  Edit Help

COa DRRDDOD

Store documents
3 alah

—= FI/CO Document Types
8 1098 Robert J. Jaeger
&5 ¥endor ! Employee ACH Form Robert J. Jaeger
8 Robert J. Jaeger
Robert J. Jaeger
Personnel number p1s01457 (=) Robert .. Jaeger
re Robert J. Jaeger
T GYIED boc Robert J. Jaeger
o Create ||l Link | & Document | & Object || 2 Object | % EEEZ:'{ j j:zgz:
EMEFUEnCy Neal Emproyes no Fip [t . Jaeger
— Fixed Asset Building Fa 4 mrert J. Jaeger
— Fixed Asset Disposal Rokert J. Jaeger
— Fixed Asset Masterg¥tuments Robert J. Jaeger
—— Fized Asset Missifu Rokert J. Jaeger
— Fixed Asset Real Property Robert J. Jaeger
— Fixed Asset Stalen or Damaged Rakert. J. Jaeger
— Fixed Asset Warranty Robert J. Jaeger
— Nanually Issued Checks Robert J. Jaeger
— Non-PO Credit Memo - Scanned Doc Robert J. Jaeger
— Non-PO Credit Memo - PDF Doc Robert J. Jaeger
— Customer Refund Robert J. Jaeger
— Non-PO [nvoice - Scanned Doc Robert J. Jaeger
— Won-P0 Invoice - Word Doc Rokert J. Jaeger
— Non-PO [nvoice - PDF Doc Robert J. Jaeger
— PO Gredit Memo - Scanned Doc Rokert J. Jaeger
— FO Credit Memo - PDF Doc Robert J. Jaeger
— PO Invoice - Scanned Doc Rokert J. Jaeger
— FO Invoice - PDF Doc Robert J. Jaeger
— Transfer of Charges Rokert J. Jasger
— Trip Receipts Robert J. Jaeger
— Yendor Correspondence Rokert J. Jaeger
Accounts Receivable Agreements Robert J. Jaeger
@ Funds Management Document Types
=]
LD an|
|& Document stored successfully 4.7

E;]Stanm o & 52 H @S:\TSU\TSIS\DEV&\U;.Hl TP Microsoft WDrd-EXDml @Enterpnses:an-[ku.‘.l @ 5AP LogonPad 620 [[gg!store documents \@@@J 11:10 AM

11. Select the “Back (F3)” button to return to the SAP main screen and exit the system.
Don’t forget to close the “IXOS Enterprise Scan” application as well.

Document  Edit ngs  Utilitie em  Help

(] IH e SHR BDLOS BE @
Store documents [Back )|
3 a8
[t FI/C0 Document Types %
— 1099 Robert J. Jaeger
— vendor / Employee ACH Form Robert .. Jaeger
— Wa, TIM/EIN - Scanned Doc Robert J. Jaeger
| — w3, TINJEIN - FDF Doc Robert .. Jaeger
— Cash Book Supporting Documentation Robert J. Jaeger
| — SD Contract Documentation - JPE Picture Robert J. Jaeger
— S0 Contract Documentation - Scanned Doc  Robert J. Jaeger
— Emergency Meal Employee Receipt Robert J. Jaeger
— Emergency Meal Reimbursement Recuest Rakert J. Jaeger
— Emergency Meal Employee Roster Robert J. Jaeger
— Fixed Asset Building Facilities Robert J. Jaeger
— Fixed Asset Disposal Robert J. Jaeger
Fixed Asset Master Documents Robert J. Jaeger
Fixed fsset Missing Robert J. Jaeger
— Fixed Asset Real Property Robert J. Jaeger
— Fixed #sset Stolen or Danaged Robert J. Jaeger
— Fixed Asset Warranty Robert .. Jaeger
— Manually [ssued Checks Robert J. Jaeger
— Non-PO Credit Memo - Scanned Doc Robert .. Jaeger
— Won-P0 Credit Memo - PDF Doc Robert J. Jaeger
— Customer Refund Robert .. Jaeger
Non-P0 Inveice - Scanned Doc Robert J. Jaeger
Non-PO Invwoice - Word Doc Robert . Jaeger
MNon-PO Invoice - PDF Doc Rokert J. Jaeger
FO Credit Memo - Scanned Doc Robert J. Jaeger
PO Credit Memo - POF Doc Robert J. Jaeger
PO Invoice - Geanned Doc Robert . Jaeger
PO Invoice - PDF Doc Robert J. Jaeger
— Tr: Robert J. Jaeger
— Robert J. Jaeger
—— Wendor Correspondence Robert J. Jaeger
Accounts Receivable Agreenents Robert J. Jaeger
& Funds Management Document Types [
[+]
[l 1L+

\ &7
dhistare||| (4] @& =2 || Bysrsuissievelon...| B mcrosoft word -exe... | c2Enterpriseszan -[ico. .| ad s2PLogon padeza_[[qstore documents | > @ Cial 1111 am
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12. For central office employees, attach the receipt(s) to the travel expense statement
(expense voucher) when it is turned in to your section head. For regions, once scanned,
place the receipt with the travel expense statement (expense voucher) in your files.
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F. Mileage (without meals)

The instructions in this section are only for mileage reimbursement that does not include meals
(i.e. travel between 6:00 a.m. and 8:00 p.m.). Reimbursements in this section will not have
receipts.

1. After entering SAP, double-click on the “Travel Expense Manager” (PR0S5) transaction
in the “Favorites” folder.

Menu  Edit

SAP Easy Access - User menu for Robert J. Jaeger
BE S A8 2| a

= i3 Favorites

e
HR1 - Print Time Sheet FROTC
EDIT - Payroll Edit Pracess
AT2 - Time Sheet Maintain Times
PSR25 - Froject Master Schedule
PS4 - Structure Overview
U3 - Maintain Users Own Data
CHNE47 - Custorn Overview: Activities/Elements
PSR24 - Project list by work center
MR - Display ok Center
20N - Project Builder
HRS - TE Timekeeper -= TE Information Systemn -= Personnel Employee List
ADO - TE Timekeeper -= TE Information System -= Time Sheet Display Dat
AWYD - SAP Archivelink: Stare documents
= {4 Usermenu for Robert.). Jaeger
(3 Travel User
(3 PHii Work Center Manager
(Z TE Timekeeper
(21 1%08 Document Archiving
(3 ¢M Reports and List Displays
(23 controlling Display
(23 Finaneial Dacurnent Display
(3 FI Fixed Asset Display
(0 FAYGA Display
(23 1m Display
(Z Fleet Data Display
(Z1 P2 Display
(0 PMii Display and Reporting Role
(ZJ oM Reports and List Displays
(21 1%08 Document Display
— e .l

=

RIER EEEEE

€]

P TP Y YV YT YV YT Y

Astart|| 1] @ 5 “ 50l - Metscape ... | @ 3meger Rebert - . | [3J5ATSUNTSISDw .| B Mirasaft word -...| @ 54P Lagon Pad 620|[ g 5AP Easy Acce [@Pe 1uzsam

2. Click on the “Create” button and select “Local travel mileage” and press ENTER or
click the green check mark “Copy (Enter)”.

Trip Edit Goto e E
& afldHIC@@IERB ODo0 HEE @ )
d =
E:
Travel Expense Manager g
0O £ & or | S Results | & Approve & Cancel | e
PersonnelNo 1501457 MNCDOT Active NCDOT % 8
Mame ROBERT.JEFFREY JAEGER Permanent MNC Deptof T
Trip |Depart, |Lacation |ty |Reason Approval Settiement Relmburse, amount | Curr. |Statutory trip type Tirme |R|
1127282|01/31 /2006 Raleigh US  [Team Problem §.[Trip approved [Transferred to FI 40.00 IS0 Regular frip 08:0.0
[Trip approved [Transferred to FI 97.50 [USD  |Regularfrip 0531
22 854 USD 09:0.0)
One Day Trip [Trip approved [Transferred to FI Regular frip
overnightt [Trip approved [Transferted to FI 363.63 USD  Regulartrip 06 4.1
L HD ‘p 0 Trip approved Transferred to FI 476.08 USD  Regulartrip 08:3.0Y =
j Loralfravel milease «[Trip approved [Transferred to FI 96.50 USD  |Regularfrip B6:4..0|
IR T Trp approved Transfertad o Fl 20.00 USDReguiartrip o700
% [Trip approved Transferred to FI 183.56 USD  |Regulartrip 08:3../1
. [Trip approved [Transferred to FI 224.74 US> Reqular frip 0&:1.|o
Copy_(Enten]
[l | |
[2]
IElE =]k e 1of 9 [~]
[4][v] (<[]
[ 4 7

lstart || | 1] @ <2 H FacL -Netscape .. | @ 3aeger Robert -] (By5ATaUTSIEIDey. .| B Morosoft word .. | gt 54P Logon Pad 620 [qg Travel Enpens.. |G e 1uizmam
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3. Enter the date(s) and times (military time) of the trip(s), reason(s), city(s), and the
appropriate cost center in the top portion of the screen. In the bottom portion of the
screen, enter the individual trip(s) mileage(s), reimbursement rate(s), and the beginning
and ending location(s). For central office and Raleigh regional personnel, select the
“statutory rate” for all trips of 60 miles and less, otherwise, select the “motor pool rate”.
For non-Raleigh regional personnel, select the “statutory rate”. Once your trip(s) are
complete, select “Trip status (Shift+F1)”.

& ‘4 Heae@ ShE anon BE @M
Trip Data Maintn
% Tip status || L2 | B @

Wy, | PCVFR reimbursement

B3/14/2086 12:80 Reason Roundtable Meeting, ..
End B3/16/2006 17 80  City Smithfield, Wilson, F
Country US  Region NG

Alternative coSTI99
100%  Costeenter

B 150664

Trip segments |

|_|pate Total .. [Vehicle class Starting loc End loc

037142006 29statutary Rate & Raleigh Smithfield

0371412006 I fstatutory Rate [} Fuguay-varina h

03/16/2006 G4|Motor Pool Rate & Fuguay-varina Smithfield (and return)

03162006 110Motor Pool Rate Bl Fuguay-varina ilson (and returny

037142006 Motor Pool Rate =]

0371472008 Motor Pool Rate -] [=]
_03/14/2005 Motor Pool Rate B [=]

Enj ] (¢ ][]

ﬁ Delete mileshms ﬂ i Add. info

dlstart ||| [ & 53 || F350L -Metscape ... | @3aeger Robert - .. | (B sATSUNTSIS\Dev. | B Microsoft Word-..| g 54F LogonFad é20| [ Trin Data Maintn | BB 1135 Am

4. Select the radio buttons for “Trip completed/Report recorded” and “to be settled” and
“Save (Ctrl+S)”.

SAP.

gl 00 oaHeee CHE SoLn PR @
Trip Data Maintn: Sig Save (Cti+g)
R R | 2| B

Current status
Approval Accounting

Form

Declaration

I confirm that all expenses were incurred by and an
behalf of the company.

MNew status

Appraval Accounting
) Request entered (open

® 1o be setled

® Trip completed/Repart recorded

EIZER EEEEE REEE EE EENEE --uo s

€]

Q17
Hstant| | 11 @ =2 H FF 50 -Netscape ... | @ Jager Rabert -] (3 5ATSLATSIS DR, .| P Microsoft Word -...| gt S4P Logon Pad 620|[ g Trip Data Main... |@Bal 11azam
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5. Select the line for reimbursement and click on the “Results” button.

Trip  Edit

Travel Expense Manager
0|2 & @ & | [FF Resuts | & Approve| & cancel | [
Personnelllo | 153 |catcuiate emense repon_cFa)l, NCDOT

UBERT JEFFREY JAEGER MC Dept of T

Mame

EleelnkE B e |

| [rrip Depart Location Cctry |Reazon Approval amaurt _|Curr. |Statutory trip type Time |R)
* 112802403114/ WS Meet.Trip completd 0 be settd 70.21 USD  Regular trip 12:0.]0
11272821431/ 2606 |Raleigh US  [Team Problem S.[Trip approved Transferred o FI 4008 USD  Regulartrip a3:0._|p

111928611 /02/ 2805 hilson VS |Mileage Reimbur.Trip approved [Transferred ta F| 97.50 USD  Regular trip 05:3.f1
1085907 |85/10/2005 Butrier, Morth JUS  Field Investigation Trip approved [Transfarred to Fl 22.54 UsD Regular trip 09:0...[0!

106943610420/ 2804 \Wilmington  [US  |NG MPO Annual _.Trip approved Transferred o FI 363.63 USD  Regulartrip a6
1064212/99/87/2004|Charlotte & A.[US  [Field Trip and TE .[Trip approved [Transferred to Fl 476.08 [ISD  Regular trip a8

]

184846094720/ 2004 latantic Beach|US  [Fisld Investigatio.. Trp appraved Transfered 1o FI 95.56 USD  Regulartrip 06 2 4.0
1044866(03/12/2004 Wilmington  |US |NCSITE Meeting Trip approved  (Transferred 1o FI 20.08 |USD  Regulartip 07:0.j0
18352668926/ 2603 |Raleigh, Fug..US  |Mileage, NCSITE Trip appraved Transferred to F| 183.56 ISP Regulartrip 88:3.1

Y YR Y S B Y )

1006715/85/13/2003 High Point U5 [Traffic Engineeri . Trip approved [Transferred to Fl 224.74 USD Regulartrip o8

53

FEERBEEEE]

[©]

DL L]
[+]

HEAES Tan |1 lati 1o g

4| » 4»

| @ Trip 0001128924 was saved 4 7

hstart||| 1) @ =3 || FSsat -netsrape .. | @meer robert - .| [B)5ATSUNTSISDey. | B Miosoft Word .| g 54 Logon Pad 20| g Travel Evpens..  |[@ad 1147 am

6. When the view for the “Travel Expense Statement” (expense voucher) is displayed,
click on the “Print (Ctrl+P)” button.

List Edit

@ DHRBR ODL0 BE @
Standard Travel Expense Fonm Print (Cirl+P)

\ g
TRAVEL EXPENSE STATEMENT

Name ROBERT JEFFREY JAEGER Simulation
Personnel 1501457 NCDOT NG Dept of Transportation
Trip no 1128924 NCDOT Employees Cost center 150664

ITINERALRY

Trip destination Reason/Location/Coun  Activity
834142006 12:00 - Roundtable Heeting, RegAll trips
B3/16/2806 17:80 Smithfield, Wilson, Fug
US - NG In-State
FER-DIEMN SETTLEMENT
Mileage
Date Type Class Conpany
T amt No Ms/kms Reimburs . amount in  USD
B3/14/06 Car §
ToM 0.45 29 12.91
83/1406 Car ©
ToMl 0.45 31 13.88
B3/16/06 Car
ToM 0.25 &4 16.00
83416106 Car
ToMl 0.25 118 27.50
Tot. amounts travel costs in USD 70.21

\ 14
ilstart ||| 1] @ <2 H F550L - Netscape ... | @3aeger Robert -...| (3 5T5U\TSIS\Dev. .| B Microsoft Word .. | g 54P Logon Pad 620 [gg7standard Trav.. ‘@@ﬂ 11151 AM
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7. Click on the “Continue (Shift+F1)” button.

CAQICHEIDDOO I HEE @&

Print Screen List

User-specific print parameters
QutputlSomtinue (ShitF o ure 092 1STTHOMP (5 IDOTTRAFF _WiakeD82_1STTHOMP

Number of copies 1

Nurnber of pages
8 Printall

Printfrom page [} To 0

Spool request
Marme SAPMPSET_JJA
Title

Authorization

Spool options Cover sheets

[l Frint immediately D SAP cover page

[v] Delete after output D Opersys cover page

[ New spool request Recipient JJAEGER

Print priority 5 Medium Department TRAFFIC SERV
Spaool retention per. 8 Day(s)

Archiving mode Frint only =]

Print settings

Report page 65 Roiws ] Only text [ Footer
Report width ] Columns
Format 2_65_80 ABAPT4 list: At 135t 65 rows by 80 colu

\ 1z
ifhstart||| 11 @ <2 H F5 50 -Netscape ... | {2 Jaeger Robert .| (3 5ATSLATSIS|Dew. .| P Microsoft Word .| gt 54 Logon Pad 520 [ g Print ScreenList | &g 1Lis3am

8. Once the “Travel Expense Statement” (expense voucher) has printed, sign it and send
it to your section head for approval. For regional personnel, fax your signed copy of
the “Travel Expense Statement” (expense voucher) to your section head and file the

original in your office for audit purposes. Click on “Back (F3)” to return to the
“Travel Expense Manager” screen.

B
eoae SHE H0HD BE @B =
154
=i}
Standard Travel Expens, Back (F3 =
i
g
TRAVEL EXPEMNSE STATEHNENT %x
TRAVEL EXPENSE STATEMENT
Name ROBERT JEFFREYV JAEGER Simulation
Fersonnal 1501457 NCDOT NG Dept of Transportation
Trip no 1128924 NG Dept of Transportation 150664
EndLoc Fuguay-¥arina
B3/16/06 Car Motor Pool Rate B4
Start loc. Fuguay-Yarina
EndLoc Smithfield (and return)
B3/16/06 Car Motor Pool Rate "o
start loc. Fuguay-¥arina
EndLoc Wilson (and return) E
CERTIFIGATION B
Under penalties of perjury I certify this is a true and accurate statement
of the city of lodging and expenses incurred in the service of the State IE
ﬁ» Date SEe
1 have examined this reimbursement reguest and certify that it is just,
reasonable, necessary and conforms to State and Department trawel policy
Approving Autharity's Signature Title
3
\ W

Astart|| 1] @ 5 “ FsaL -netscape ... | @ 3aeqer Robert -...| (3 5ATSUTSISID=v...| B Micrasaft ward . | g 54 Logen Pad 20| geistandard Trav... [@ el Limsam
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9. Click on “Back (F3)” again to return to the SAP main screen.

1127282/01/31/2006 Raleigh

Back (F3)

Team Prablem 5

Trip approved

Transferred to F|

Reqular trip

1119286[11/02/ 2005 ywilzon

Mileage Reimbur.

Trip approved

[Transferred to |

Regular trip

1085807 05¢10¢2005 Butner, North

Field Investigation Trip approved

Transferred to F|

Regular trip

1069436/107/20/2004 WWilmington

MC MPO Annual .

[Trip approved

[Transferred to F

Regular trip

1064212|09/07 /2004 [Charlotte & A

Field Trip and TE

Trip approved

Transferred to F|

Regular trip

1 29/2004 #tlantic Beach

Field

io..[Trin approved

[Transferred to Fl

Reqular trip

1044866|03/12/2004 Wilmington

MCEITE Meeting

[Trip approved

[Transferred to F|

Regular trip

1036266037/26¢/2003 Raleigh, Fug..

Mileage, NCSITE

[Trip approved

[Transferred to Fl

Reqular trip

1006715|05/13/2003 High Point

[Traffic Engineeri

[Trip appraved

[Transferred to F1

Regular trip

iﬁstart”] & 5 H F5s0L - Metscape ... | £ 122ger Robert - | 1395 TSUNTSIS Dev. .|

T Micraseft Word | @/ 5AF Logon Pad 6ZU| [ Travelespens...  [@ad  1ussam
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G. Overnight Stay/Travel Reimbursement

The instructions in this section are only for overnight travel reimbursement, which may include
reimbursement for lodging, food, etc. Reimbursements in this section may have receipts (such as
lodging, parking over $4.00, etc.) or may not have receipts (such as for food, parking for $4.00

or less, etc.).

1. After entering SAP, double-click on the “Travel Expense Manager” (PR0S5) transaction
in the “Favorites” folder. Click on the “Create” button and select “Overnight trip” and

press ENTER or click the green check mark.

Trip Edit Goto Exras nt System Help E
& dH @@ DREIDOa0IEE @ )
4
3
Travel Expense Manager 2
O & % (@ & | F¥ Resuts & approve & Cancel || w
PersonnelMo 1501457 MNCDOT Active MCDOT % i
Name ROBERT JEFFREY JAEGER Permanentemployees  NC Dept of Trangportation
Trip |Depart |Location |cty [Reason Approval Reimburse. amount  |Curr. |Statutory trip type Time |R
1128924(a3/14/ 2006 Smithfleld, W US |[Roundtable Meet. Trip approved Transferred o I 70.21 USD  Regular trip h2:a @
[Trip approved [Transferred to FI 40.80 [USD  |Regular trip 08:0.j6
97.50 |USD @5:3.11 =
* Gne DayTrin r.[Trip approved [Transferred ta FI Regular trip

- n Trip approved Transferred to FI 22.54 USD  Regular trip 09:0..8"
Overnight trip .

Trip approved Transferred ta FI 363 .63 |USD  Regular trip o6 4 11
= Lacal travel mileage =
| Trip approved Transferred to FI 476 88 USD  Regulartrip 08:3.0 )
N DR TEEEE T Trip approved  (Transferred 1o FI 96.50 |USD  Regulartrip 06 4.0
BRI [Trip approved Mransferred to FI 20.00 [USD  Regulartip 07:0..0
- o Trip approved Transferred ta FI 103 .56 |USD  Regular trip 0831
100671585/13/2003 High Point S [Traffic Engineeri... Trip approved [Transferred to FI 224.74 |USD  Regular trip 0&:1.jo! E
=)

DL ]l

== =16 Trin 1lof 18 =
[l TR (<[]
7

Hstart||| 1) & 3 || FBimbox

-] @ aeger . | Eysrsuy... | 3 composi..| ¥ composi, | Fgcomposi. | BFMoosor..| of 520 Log. | [qg Travel .. [ @@ aie 1nieam
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2. Enter the beginning (“From”) and ending (“End”) dates and times of the requested
reimbursement (use military time), the reason for the receipt (class name, parking etc.),
the city, and the appropriate cost center. Click on the “Trip segments” tab and then back
on the “Receipts” tab (this is done so that the “expense types” drop down menu will be
enabled).

0 cee DHE anon DE @R

Trip Data Maintn
% Resuts | | Tripstatus | |2 | B @

Mame  ROBERTJEFFREYJAEGER

Persho. 1501457 THip currency usD
General trip data PDIFR reimbursement
From  04/04/2006 0730 Reason Regional Office Meet Ll o
End  04/06/2006 17:00 City Asheville, Shelby [¥] Meals
Country  US  Region NG TTw. 5 ThAC

| Alternative cost assignment for entire trip, if other than master CA
100%  Costcenter & 150664 €]

Receipts | Add dests | Tripssgments | Deductions | Advances | Gommsnts |

Mo BTy |Deseription |Amourt Curmey [Exchoate Date nfo Rec... [Region m
Bt 6 uso B4/84/ 2085
oz usp B4/84/ 2080
] usD B4/84/ 208
] S0 B4/64/ 2065
05 uso B4/84/ 2080
a6 usD B4/64/ 208 B
a7 =2 4764/ 2080 [«
] I [xjn
|E Receipt | @ Receipt |23 Additino_|

\ 17
ifistart||| 1] & < H FSinbox ...| @sege. . | G)5i15... | Bycomp... | Fcomp... | Bacomp... | @micros... | g sapL.. || TrinD-.. [@@ele 1122am

3. Click on the “expense types” drop down menu and select the appropriate “Travel
expense type” such as “LODG” for lodging, “LODT” for lodging tax, “PARK” for
parking or toll fees, etc. and press ENTER (or double-click on your selection) or click the
green check mark.

@@ ODHE NDON PR @m

Trip Data Maintn
% Resuts | | Tripstatus | |2 | B @

Mame  ROBERTJEFFREYJAEGER
Persho. 1501457 Trip cutrency usD

General trip data | PDIFR reimbursement
From  04/04/2005 07:30 Reason Regional Offica Meet.. | Ml [

me (1) 39 Entries found

Restictions |

=
CEEEEREEDE

Airfare
ARC  Alr Charter
|coL  commercial Driver License
L{CRLO Lodging (for Crew trips) Info Rec... |Region
|| CRML Meal for Crew trips) /2006
| |[DMUE DMV Undercover - Emission ¢ 2006
DMUS DMy Undercover - Safety /2005
| |oMvE DMy Emissions /2085
|DMyU DMy Uniforms /2006
||EDDP Educ. Expenses - Data Prac 12006
[|EDUC Educational Expenses 12006 =
|FILM  Photographic Supplies 10[r)
GAS  Gasoline
LDGE Lodging for Search Trips

__|LDTS  Lodging Taxfor Search Trips
LODT Lodging Tax
LODX Lodging (Excess)
IM\‘SC Other
39 Entries found 24 4 £
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4. Enter the amount of the requested reimbursement in the “Amount” field, check to
make sure the date is correct, and double-click in the “Info” field. Complete the
“Description” and “Location” fields and then press ENTER or click on the green check

mark.

Ca@ BHR DDOD

Trip Data Maintn
\ \

General frip data PDIFR reimbursement
Frorn  04/04/2006 0730 Reason Regional Ofice Mest

End 04106/ 200

RMo Recpt Amount Curr. Exchorate

Alternative costassit) g, Lodging 60.08  USD 1.00880

B Additinfa

Receipts =}
From date 04/04/2006 04/06/2006 MNumber
|_Ite_ BTy IDe | peseription Renaissance Hotel E
081 LODE_ Lot | geation Asheville

62 Country U megion N =]

003
Document number ﬂ

e
Catego Hotel chain o

065
006 E
|_leo? .

[«

[©)]

FEZDET

4 2
“ = “ Ftmbox .| @sege... | Bysars... | Becomp... | Bacomp... | Hecomp... | mrMicros... | g sapL.. [ TripD.. [@@alz 1128am

5. Enter another reimbursement item and repeat steps 3 and 4 for each additional
reimbursement request, or click on the “Trip status” button.

Ceq DR Dhon

General frip data PDJFR reimbursement

From  04/84/2008 07:38 Reason Regional Ofiice Meel.. | M1
End  B4/85/2085 17:08 City Asheville, Shelby [¥] Meals
Courtry US Region M TTy.8

Alternative cost agsignment for entire trip, if other than master CA
100%  Costeenter = 150664 2

@ Receipts

EER BREEE EEES EE BEEEE oouo

I Mo |ExpTy |Description Amaunt Currncy Exch.rate Date Info Rec. Rﬂ‘
801 |L006  |Lodging 58.08 [IsD 1.08008  [34/84/2006 us o
802 |L0DT  |Lodging Tax 6.68 [USD 1.08008  |34/84/2086
803 NET |nternet Senvic.. 995 [U5D 1.00008  |04/04/2008
604 [L0DG |Lodging 57.08 (1D 1.00008  [34/05/2006 Us i
805 [L0DT  |Lodging Tax 7.41U5D 04/65/2066
06 ) sp 04/65/2066
E usD 94785/2008
[ ] <[]

©)

|1 Receipt | @ Receint 85| Aduitinn |

q 2
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6. Make sure the “Trip completed/Report recorded” and “To be settled” buttons are

selected and then save.

T0 @@ L

Save (Clri+8)

Trip Data Maintn: Stay
P Resuts |2 | H

Current status

Approval Accounting  Form
Declaration

hehalf ofthe company,

Mewr status

Approval

(' Reguestentered

@) Ttip completediReport recorded

I confirm that all expenses were incurred by and on

Accounting
) apen

®10 be seffled

a0 80 FE @

4

B EICOEAE =ou:0

iﬁstanm

& 5 H B tnba - Netec...| (5 54Ts0TsIsh. .. | @ Jmeger Rober...| B Miresaft wo...| @ 54F Logan ... |[qgTTrip Data M..

[Goel

4:30 PM

7. Select the line(s) to be reimbursed, check the amounts, and select either the “Change”
button to make changes or the “Results” button to print the travel expense statement

(expense voucher).

1128924/93/14/ 2006 [Smithfield, W Roundtable Meet. Trip approved  Transferred to FI Regular trip 0.
112728291/ 31/2086 Raleigh Team Problem 5./Trip approved  Transferred to Fl Regular trip [}
1119286(11/02/2005 \wilson UG |mileage Reimbur [Trip approved [Transferred to F1 97.50 |USD  |Regular trip 05:3..[1
1095087 5/10/2085 Butner, North JUS _Field Investigation(Trip approved _ Transferred fa FI 22 54 [USD |Regulat trip 09:0.. !
1069436(10/20/2004 wilmington  [US  [NC MPO Annual _.[Trip approved [Transferred to F1 363.63 USD  Regulartrip 06 4.1
1064212(99/87/2084 |Charlotte & A.JUS Field Trip and TE.[Trip approved _ Transferred fa FI 476.08 [USD |Regulartrip 03:3..0
1043480(04/29/2004 Atlantic Beach|US  Field [Trip approved [Transferred to F1 96.50 |USD  |Regulartrip 06 4.0
1044866/93/12/2084 |Wilmington |US |NGSITE Meeling [Trip approved  Transferred fa FI 20.80 [USD |Regulat trip 07:0..0]
1035266(09/26/2003 Raleigh, Fug.[US  Mileage, NCSITE.[Trip approved [Transferred to F1 103.56 USD  Regulartrip 08:3..[1
108671585/13/2083 High Point_|US _Traflic Engineeri..Trip approved _ Transferred fa FI 224 .74 [USD |Regulartrip 08:1.. 0!
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8. Select the “Print” button to print the travel expense statement (expense voucher).

List

Edit G em  Help

Bl H IS BHE DDhan I BE B
Standard Travel Expense Fo.

TRAVEL EXPEMNGSE STATEHEMNT %
Name ROBERT JEFFREY JAEGER simulation
Personnel 1501457 HEDOT NG Dept of Transportation
Trip no 1133138 WCDOT Employees Cost center 160664
ITINERAMRY
Trip destination Reason/lLocation/Coun  Activity
04/84/2006 B7:30 - Regional Office Meetinghll trips
04/06/20086 17:00 hsheville, Shelby
US - NC In-State
FER-DIEM SETTLEMENT IE
Meals
Date Gtry Company E
Time CompDed  Number Reimburs. amount in  LSD
B4/84/06 D4/04/06 E’
B7:30 24:08 us 2508 1 25 .80 E
B4/B5/06 04/06/06
00:00 24:00 us 32.00 1 32.00 @
B4/B6/06 D4/06/06
0000 17:00 us 16.25 1 16.25
Total amounts for meals in USD 73.25
Total amounts PD/FR settlement in USD 73.28
ITEMIZED RECEIPTS
5
o

\ 17
iflistart H o @ |] Finbos .| @asege... | Gysits... | Bycomp... | Sicomp.. | Bycomp... | Bricros...| g 5opL... |[q'stand.. [@Bel D 4z

9. Select “Continue” on the print screen to complete the printing.

Output  Edit G

Help

BdH @@ LHE L0 I BR @m

Print Screen List

Cantinue || User-specific print parameters

uiput device POTTRAFF_092_15TTHOMP @DOWRAFF,WEI«EUQZJ STTHOMP
Number of copies 1
Mumber of pages

@ Print all

I Frintfrom page a To 2]

Spool request

Marme SAPMPSET_JJA
Title

Authorization

Spoal aptions
[¥] Print immediatety
Delete after outut

Caver sheets
D SAP cover page
0 OperSys cover page

[v] New spoal request Recipient JIBEGER

Print priority 5 Medium Depariment TRAFFIC SERY
Spool retention per. 8 Day(s)

Archiving mode Print only a

Frint sefiings

Reportpage 5 Rows: [T only text [JFooter

Repartwidth T8 Calumns

Farmat Z 65 80 ABAP/4 list At least 65 rows by 80 colu

\
iflistart H ] @& “ ¥ b - Metsc. | 3y 5\TsUTSIS), | & 1aeger Rober. | B Microsoft wo. | @ SAP Logon P... | @ Print Scree...

GBBa  w3Pm
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10. Sign the travel expense statement (expense voucher) and give it (fax it) to your

section head (other than scanning any receipts related to the current statement, there is no
other paperwork necessary). For regional staff, file the signed original, along with any
receipts, in your office for audit purposes.

Note — the travel expense statement (expense voucher) will have “Simulation” in the top
right corner. This can be ignored.

List Edit Gob

Help

Dd0 eRQ CHE DDoD AR @6

[+
Standard Travel Expense Form
TRAWEL EXPENSE STATEMENT
Nane ROBERT JEFFREY JAEGER Sinulation
Fersonnel 1601457 HEDOT NG Dept of Transportation
Trip no 1133139 WG Dept of Transportation 150664

Additional info for individual statement

DNo Doc Amount  Curr. Date to Humber  CtryRegion
801 Lodaing 59.75 UGD  04/04/06 D4/06/06 1 Us NG
Description Renaissance Hotel

Location Asheville

004 Lodging 57.00 USD  04/04/06 B4/06/06 1 U NG
Description Hampton Inn

Location Shelby

CERTIFICATION

of the city of Todging and expenses incurred in the service gf

Date:

Under penalties of perjury I certify this is a true and accurate stgnt
ate

Signature

I have examined this reimbursement request and certify that it is just,
reasonable, necessary and conforms to State and Department travel policy.

Bpprowing Authority's Signature Title

FE] =0 Fl[E
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A [ 4]+

37

;mstarlm @ H Slnhuxml @Jaega.d [35475... | % comp. . | 5 Comp... | i comp. . | [wMizmsm| & 5P L. |[qp'stand..

[(B@alz 1a1am

29



North Carolina Department of Transportation Expense Voucher User Guide
Traffic Safety Unit April 2006

H. Mileage (with meals)
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1. Verifving Scanned Items
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J. Scanning Approved Vouchers
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